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Abstract: 
 
This is a hands-on assessment tool with will require the subject to follow specific written 
directions.  These directions instruct the subject to remove the hard drive from one computer and 
replace it with a identical hard drive.  The subject will use the written instructions to complete this 
task and reassemble the computer or PCU they disassembled in order to remove the hard drive.  
This work sample allows an evaluator observe and verify a client’s interest in the task, ability to 
problem solve, manual and finger dexterity, ability to follow written instruction and on task 
behaviors. 
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The information gathered from the field study that will be completed will be used to create norms 
for the testing tool/ work sample.  The norms could be used in determining potential for success or 
interest in the occupation of PC Technician.  The work sample itself,  could be used in conjunction 
with other tool when determining interest in the specific occupation of PC Technician, as well as, 
offering the opportunity to a client, to experience hands-on what a PC Technician does as part of 
his/her career. 
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 I. INTRODUCTION 
 
      A. Title - Hippert PC WORK SAMPLE 
 
      B. Assessment Description 
 
1. Ability to follow written instructions 
2. Ability to use PC components with accuracy  
3. Capable of working independently 
4. Manual Dexterity 
5. Finger Dexterity 
6. Problem solving ability 
7. Work Tolerance 
 
      C. Job Listing  
     
           The Hippert PC WORK SAMPLE best relates to a Data-People-Things (DPT)  
           code of .362.  In the Dictionary of Occupational Titles (DOT) classification 
           system, a .362 job signifies that a worker is “Compiling” in relation with data, 
           “Speaking-Signaling” in relation with people, and “Analyzing” in relation with  
           things. 
          
           All 213 jobs are in the Clerical and Sales (DOT Volume I, page xxxi).  The job  
           on which this work sample is based (see Appendix A, JOB ANALYSIS  
           SCHEDULE) is described in the Dictionary of Occupational Titles under 
           "Computer Operator" (Volume I, page 184) has a DOT code of 213.362-010. 
 
 
      D. Related Jobs  
 
According to Minnesota Career Information System (MCIS) examples of related jobs    would 
be: 
 
 
           Systems Analyst    (Profess & Kin.)  213.362-010 
           Computer Programmer       (Profess & Kin.)      030.162-010 
           Computer Peripheral Equipment Operator (Clerical)           213.372-010 
           Electronics Mechanic   (Any Industry)  828.261-022 
  
E. Validity  
 
Face/Content Validity was investigated by comparison of the job requirements as itemized 
with the on the Job Analysis (See Appendix A) and the requirement to complete the work 
sample.  Duplicating detailed work tasks as identified in the hob analysis and implementing 
them into the work sample suggests there is a level of face validity. 
 
We are not claiming that this had predictive validity but rather offering opportunity to attempt 
the task to be more informed about the task.  Norms for performance are preliminary; it is 
encouraged to develop more adequate standards such as using a minimum of 30 
administrative trials.  Following the job analysis will be norming information (Appendix B). 
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  II. INSTRUCTIONS TO THE EVALUATOR 
 
  
 A.   Prerequisites - No specific prerequisites have been established for this work  
sample. However, it is recommended that the client have at least a sixth 
grade reading level in order to be able to read and understand instructions  
presented during the administration of the specified GATB sections and 
this work sample.  The approximate level of client functioning may be  
established by making use of the scores on the basic achievement tests. 
 
    During a 
discussion with the Manager/Instructor at Minnesota Resource Center regarding the 
A+ Technical Training Program, it was recommended that an individual be able to 
read at the 11th grade level in order to successfully comprehend the manuals and 
textbooks necessary to complete an A+ Technical Training Program. 
 
To complete this work sample or to enroll in a technical training  
program or work as a PC Technician, it is recommended that a client possess at least an 
average aptitude in General Learning Ability, Numerical, Spatial, Form Perception, 
Motor Coordination, Finger Dexterity, and above average aptitude in Clerical aptitude. 
Average would necessitate a score of 34th percentile or better and above average would 
necessitate a score of 67th percentile or better. 
 
 
B.   Work Sample Conditions - The evaluator should have the test area prepared  
at a table (the height would depend upon the each client and whether or not 
he/she is standing or seated during this test.  The area should be well lighted  
and at a comfortable temperature.  The noise level should be comparable to  
office conditions.  A high noise level and distractions would be advantageous  
to this testing situation, although not always present naturally in office settings. 
 
C.  Administration Equipment - The following equipment is required prior to  
                          administration of this work sample: 
 
 
1. Two (2) CPUs     
2. Two (2) Hard drives     
3. One (1) Computer monitor       
4. One (1) Key board 
5. One (1) Mouse and Pad 
6. One (1) Monitor cable 
7. One (1) Keyboard cable 
8. One (1) Power cable 
9. One (1) Floppy 3 ½ (A:) disc 
10. Screw driver 
11. Surge Protector 
12. Static band 
13. Timing device accurate to seconds 
14. Copy of the client manual 
15. Copy of the evaluator manual 
16. Client task observation record form (TOR) 
 
D. Setup and Breakdown - Prior to administration the evaluator should check the  
      placement of all equipment (see figure One).  Supplies should be checked to assure 
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      availability of all supplies to the client during the timed test.  The client is handed the  
      self-instruction manual at this point. 
 
     The client must not begin until all instructions have been given and questions have 
     been answered. 
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 III. ADMINISTRATION 
 
      A. Client Orientation - 
 
      Note to the Evaluator: This orientation is to be presented to each client before  
      administering the Hippert PC WORK SAMPLE.  The material does not 
      have to be read verbatim.  However, all information should be covered. 
 
      Read the information to the client and then wait for a response or any questions  
      that may be solicited from this information. 
 
     The purpose of this orientation is: 
(1) to inform the client about PC and similar occupations which are related to this  
             work sample. 
(2) to inform the client of specific traits or characteristics on which he/she is  
being evaluated.   
         
 
 Evaluator states: 
 
   
The Hippert PC WORK SAMPLE that you will be taking in a few minutes 
will help you and me find out several things about you.  One of the things it 
that it will tell us is if you able to complete a portion of the work of a PC 
Technician and how well you like this type of work after having completed 
this task. 
 
 
 
 
Let me tell you about the PC Technician job.  This job requires you 
maintain, analyze, troubleshoot, and repair computer systems, hardware, 
and computer-related equipment.  A PC Technician documents, maintains, 
upgrades, or replaces hardware and software systems. He/she cleans and 
adjusts parts, lays cables, hooks up fittings and runs tests. Has knowledge 
of commonly used concepts, practices, and procedures within a particular 
field.  Relies on instruction and pre-established guidelines to perform the 
functions of the job. Much problem solving is required.  You would report 
to a project leader or manager.  
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Work conditions would include: working indoors, clean surroundings, 
bending and reaching, some travel for specific positions, normal 40-hour 
weeks with some over time when emergencies arise.  Works under 
immediate supervision.  
 
Hazards include: Minor burns and electric shocks. 
 
 
 
 
       
Most employers require PC Technicians to have 1 to 2 years of post-high 
school or military training in basic electronics or electrical engineering.  In 
addition, many employers operator their own training programs.  Training 
is available at Technical colleges and 2 and 4-year colleges. 
 
Within the state of Wisconsin and Minnesota the method of entry typically 
would require a Degree or A+ Certification with work experience.  There 
have been some individuals who have had much experience and have 
gained employment with the experience.  However, A+ Certification is 
encouraged and usually looked for by employers. 
 
      Annual income in Menomonie ranges from: $32,195 to $40,780 
      Annual income in Minneapolis ranges from: $34,907 to $44,215 
      National annual average salary offer is $53, 500 
 
 
           Answer any questions that the client may have at this point and then continue. 
 
       
  This work sample will tell us other things than how well you like PC 
  tasks.  
 
  It will help us to find out how well you can follow written instructions,  
  work independently and use your hands to replace the hard drive in  
  these computers.  After this work sample we will both know how long 
  you can do the same thing without getting bored, tired, or frustrated. 
 
 
 
      Do you have any questions? 
 
 
 
           If the client has no questions at this point, the evaluator begins to read  
           the instruction and demonstrate the work sample. 
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      B. Practice Session 
 
          Note to the Evaluator:  The Hippert PC WORK SAMPLE does not  contain  
          a practice sample.  The client starts with the actual timed section of this work  
          sample once all questions have been answered. 
 
      C. Performance Session 
 
           Evaluator's Note: Read the following instructions to the client and explain how to  
           adjust the table if applicable. 
 
           The evaluator stands next to the table. 
 
 
Your task will be to follow the instructions in this manual (point to the 
client manual) and to use the instruments as instructed.  The manual you 
have in front of you indicates the name of the items and there is a picture to 
assist in their identification.  All directions will be found in this manual.  
Read each page before completing the tasks found on that page.  Complete 
each page before continuing on to the next. 
 
  
           The evaluator should open the client manual and give further instructions. 
 
       
 
If you have any questions as you go along, stop and ask your evaluator. 
 
 
          Then the evaluator says: 
    
 
You may begin when you are ready. 
 
 
    
           START TIMING 
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      The evaluator observes the client to see if he/she has started promptly and if  
      he/she is following the directions, as they were given to him/her.  At various 
      times during the work sample the evaluator should observe the client for work 
      behaviors, on-task behaviors, and sitting or standing tolerances. 
 
      TIMING ENDS WHEN THE CLIENT HAS REACHED THE SCREEN  
      STATING:  “ CONGRATULATIONS”. 
 
      The evaluator records how many minutes and seconds taken to complete the trial. 
 
      The following questions should be asked of the client before any scoring has been 
      completed or a critique given. 
 
      The evaluator says: 
 
    
 
How did you like this work sample?  Was there any part that you 
particularly enjoyed more than the other?  Are you feeling any pain or 
discomfort?  Do you feel you could do this job for 2-3 hours at a time? 
 
 
 
      Write down on the Task Observation Record (TOR) form any comments made by the client 
      regarding this work sample. Try to solicit as much client response as possible. 
 
 
 
How well do you think you did? 
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       Then ask: 
 
 
Could you see yourself doing this type of work on a job?  Would you want 
to get a job in this field? 
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  IV. SCORING 
 
A. Criteria  
 
All scores should be recorded on the provided score sheet.  The 
evaluee will receive both a time score and a quality score.  In addition, 
performance and behavior observations will be recorded. 
 
The time score is the total time it took to complete the work sample.  Once timing 
has begun, any time taken for questions or further instructions must be included 
in the total time. 
 
It would be best if during the administration of the work sample, the evaluator or 
assistant make detailed observations of the clients work habits, physical tolerances, 
behaviors, visual attitude and tolerances. 
 
        
B. Tables:  See Appendices 
 
Appendix A- Job Analysis 
Appendix B- Norms 
Appendix C- Task Observation Record 
Appendix D- Client Manual 
Figure 1- Diagram of WorkStation 
Figure 2- View of the Final Screen 
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 C. Forms  
 
The Client Task Observation Record (TOR) form (Appendix C) has been divided 
into three sections: Performance, Behavior, and Conclusions. This form is to be used 
during the work sample to record client work performance and work behavior and it 
is to be used after scores have been identified in order to record possible conclusion 
made from the recorded information. 
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   V. INSIGHTS 
 
It is important to check evaluator impressions and observations against the  
client's feelings and own interpretation of the work sample.  It has been found 
that at times actions have been misinterpreted.  Since there is, at times, a lengthy 
wait period, distractibility has been determined as a factor in the performance 
(timing) of this work sample.  The (level) noise and traffic in area of the work 
sample the (list here) distracted the client.   
 
Also, the time that the computer took to reconfigure itself, caused some of the 
clients to become frustrated and more distractible.  Some of them were used to 
computers that compute within fractions of a second and computers of a newer 
model.  A high level of frustration was observed in those clients who have not 
worked on a 386 model CPU.  Clients were observed to take time to discuss or 
comment on the “datedness” of the computers used for this work sample, this 
added time to their score. 
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VI. DEVELOPMENTAL DATA 
 
                               A.  Description of Analysis 
 
This work sample was developed using a sample of professionals in the computer, electronics 
and clerical as well as a sample of non-professionals. 
 
B. Norming Method  
 
Quality rating standards would be used to rate the performance on this work sample.  
Norms for performance are preliminary; again, it is encouraged that the development 
of more adequate standards use a minimum of 30 administrations trials.  Norming 
information will follow the job analysis (Appendix B).   
 
            
The norms established are as follows: 
 
RATING TIME 
Above Average 15 minutes or less 
Average 16 minutes – 19 minutes 
Below Average 20 minutes or more 
 
        
The rating does not hold true if the client is unable to reach the final screen.  This 
would constitute an error.  Any errors in the work sample will not allow the 
client to reach the final screen or reconfigure the computer, using the new hard 
drive. 
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There were 15 clients tested as a norm group (see Appendix B). The educational 
years in computers ranges from no computer education to 4 years of education in 
computers.  The years of experience with computers ranged from no experience 
to 15 years of experience. 
 
The occupational categories for most recent jobs included the following: 
 
 
Number of people in 
this category 
Current Employment 
1 Insurance worker 
2 Group home worker 
1 Apartment manager 
7 Computer related occupation 
1 Dancer 
1 Housewife/Mother 
1 Teacher 
1 Never been employed or Unemployed 
 
C. Reliability: 
No statistics available at this time. 
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 VII. CONSTRUCTION 
 
      A. Diagram 
           Figure 1 - Diagram of work station       
 
      B. Materials List - The materials required to complete 
           The HIPPERT PC WORK SAMPLE are as follows: 
 
1. Two (2) CPUs (386)      $  50.00each          
2. Two (2) hard drives      $  85.99each 
3. One computer monitor      $152.99  
4. One key board       $  12.99 
5. One monitor cable      $  19.99 
6. One keyboard cable      $  12.99 
7. One mouse and pad      $    8.99 
8. Power cable       $    4.99 
9. One disc       $    1.79 
10. Surge protector       $  19.99 
11. Screw driver       $    1.79 
12. Static band       $  15.99  
13. One timing device accurate to seconds    $  16.99 
14. One copy of the client manual     $    1.00 
15. One copy of the evaluator manual     $    2.25 
16. Client task observation record form (TOR)   $ .10 a copy       
 
The estimated cost of this work sample is approximately $545.00;  however, materials 
may already be available at a facility, which could reduce the cost. 
C.  Assembly Instructions -  Items in the work sample come as one piece. No assembly is needed. 
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APPENDIX A 
 
 
JOB ANALYSIS SCHEDULE 
 
After discussing the job and work requirements with the instructor at the MRC A+ Technical 
Program, and several other computer technicians, the following was a basic job analysis.  This 
analysis was used to determine what tasks to include on the work sample itself. 
 
 
Job Analysis: 
  Interaction with People   25% 
  Researching hardware and software   5% 
  Disassembly and assembly of computers    25%     
  Problem solving    50% 
   
  
 
 This work sample consists of  
Interaction with People     5% 
  Researching hardware and software   0% 
  Disassembly and assembly of computers    75%     
  Problem solving    20% 
 
 
                           Job Analysis:  
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This information was taken from the information presented in the DOT.  Computer Technician is a 
new term, therefore, Computer Operator was the closest title in the DOT to the work sample 
occupation. 
 
1.  Title:  Computer Operator 
 
2. Industry Designation:  Clerical and Kindred 
 
3. Job Summary:  Operates computer and peripheral equipment to process business, 
scientific and other data to operating instructions. 
 
4. Worker Performance Rating:   
Worker Functions:  D P T code of .362 
Worker Field:  Data Processing 233 
MPSMS Code:  General Administration and Administration Specialties 
 
      5.    Worker Trait Ratings: 
GED: Reasoning (4) Grades 9-12 
          Mathematics (2) Grades 4-6 
          Language (3)  Grades 7-8 
SVP: Level 6  (One to Two years) 
Aptitudes: G3V3N3S3F3P2Q3F3M4E5C5 
 
6. Physical Demands: Climbing (O), Balancing (O), Stooping (O), Kneeling (O), 
Crouching (O),  Reaching (F), Handling, (F), Fingering (F), Talking (F), Hearing 
(F), Near Acuity (F), Accommodations, (F) 
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7. Physical Environment:  Moderate Noise levels, Indoor, Isolated  
 
8. General Education:  A+ Certification after 1-2 years of instruction and hands-on 
experience. 
 
9. Description of tasks:  
 
I. Enters commands, using keyboard of computer terminal and presses 
buttons and flips switches on computer and peripheral equipment, such as 
tape drive, printer, data communications equipment, and platter, to 
integrate and operate equipment, following operating instructions and 
schedule. 
II. Loads peripheral equipment with selected materials such as tapes and 
printer paper for operating runs, oversees loading of peripheral equipment 
by peripheral equipment operators.   
III. Enters commands to clear computer system and start operation using 
keyboard of computer terminal.   
IV. Observes peripheral equipment and error messages displayed on monitor 
of terminal to detect faulty output or machine stoppage. 
V. Enters commands to correct error or stoppage .   
VI. Notifies supervisor of error or equipment stoppage.   
VII. Clears equipment at end of operating run and reviews schedule to 
determine next assignment.  
VIII. Diagnosis reasons for equipment malfunction and enters commands to 
correct error or stoppage and resume operations.  
IX. Records problems which occurred, such as down time and action taken.  
X. Answers phone calls to assist computer users encountering problems.   
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 10. Work Devices:  This job typically requires one to work in an office setting where 
conditions are controlled.  It requires one to work in areas that may be cramped, 
dusty, dry and air conditioned.  Other devices used may include: hand tools, 
computers, keyboards, Compact Discs, calculators, pens, pencils, power sources, and 
manuals for directions. 
 
11. Vocational Preparation:  minimal education would be a high school degree.  
Recommended vocational preparation would be a minimum of a 2-year A+ 
Certification program with hands-on instruction.  Completing the required A+ 
Certification course and passing the written and hands-on examination is also a 
requirement of many companies. 
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APPENDIX B:    
 
 
WORK SAMPLE NORM RESULTS 
   
 
 
      
 
DATE Subject 
Years of 
Experience 
with 
Computers 
Years of Education 
in Computers Present Occupation Start Time Stop Time 
Total Time 
(Min) 
 2/23/2002 1 1 0 Grade School Teacher 4:27pm 4:44pm 17:04:00 
 2/23/2002 2 3 2 Computer Technician 4:46pm 5:07pm 21:23:00 
 2/23/2002 3 0 0 Mother/Wife 5:09pm 5:36pm 27:04:00 
 2/28/2002 4 15 2 Software Analyst 11:37pm 11:55pm 18:43:00 
 2/24/2002 5 1 0 Group Home worker 12:47pm 1:04pm 17:37:00 
 2/24/2002 6 6 0 Group Home Coordinator 1:33pm 1:49pm 16:47:00 
 2/24/2002 7 2 2 Computer Rep 2:18pm 2:35pm 17:51:00 
 3/7/2002 8 1 0 Dancer 8:30pm 8:49pm 19:58:00 
 3/7/2002 9 2 2 Computer Technician 8:55pm 9:11pm 16:03:00 
 4/20/2002 10 5 4 Graphic Designer 2:19pm  2:35pm 16:35:00 
 4/20/2002 11 3.5 1 Insurance Rep 2:37pm 2:55pm 18:01:00 
 4/20/2002 12 8 3 Unemployed/Odd jobs fixing computers 
2:57pm 3:16pm 19:37:00 
 4/20/2002 13 10 2.5 Computer repair/owner 3:18pm 3:38pm 20:11:00 
 4/20/2002 14 0.5 0 Apt Manager 3:40pm 3:55pm 15:43:00 
 4/20/2002 15 7 1 Kinko's Copier 3:57pm 4:13pm 16:21:00 
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APPENDIX C 
 
 
TASK OBERSERVATION RECORD FORM 
 
 
 
 
PERFORMANCE 
 
 
 
BEHAVIOR 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CONCLUSIONS: 
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APPENDIX D 
 
 
                    COPY OF CLIENT MANUAL (See Attached) 
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FIGURE ONE 
 
 
                   Photo of the WorkStation 
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FIGURE TWO 
 
  VIEW OF FINAL SCREEN AS SEEN BY CLIENT UPON COMPLETION 
 
 
 
 
  Congratulations! 
 
You have successfully completed 
this Work Sample! 
Contact your evaluator to let 
Him/her know that you  
Have reached this screen. 
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  II. INSTRUCTIONS TO THE EVALUATOR 
 
 
A. Prerequisites - No specific prerequisites have been established for this work  
      sample. However, it is recommended that the client have at least a sixth 
            grade reading level in order to be able to read and understand instructions  
            presented during the administration of the specified GATB sections and 
            this work sample.  The approximate level of client functioning may be  
            established by making use of the scores on the basic achievement tests. 
 
    It is also recommended that an individual be able to read at the 11th grade level 
            in order to successfully comprehend the manuals and textbooks necessary to 
            complete the PC Technician training program. 
 
            Aptitude Test (GATB).  It is recommended that the client possess at least an  
            average aptitude in General Learning Ability, Numerical, Spatial, form  
            perception, Motor Coordination, Finger Dexterity, and above average aptitude 
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            in clerical aptitude.  Average would necessitate a score of 34th percentile or 
            better and above average would necessitate a score of 67th percentile or better. 
 
 
B. Work Sample Conditions - The evaluator should have the test area prepared  
      at a table ( the height would depend upon the each client and whether or not 
      he/she is standing or seated during this test.  The area should be well lighted  
      and at a comfortable temperature.  The noise level should be comparable to  
      office conditions.  A high noise level and distractions would be advantageous  
      to this testing situation, although not always present naturally in office settings. 
 
C. Administration Equipment - The following equipment is required prior to  
      administration of this work sample: 
 
 
17. Two (2) CPUs     
18. Two (2) Hard drives     
19. One (1) Computer monitor     
20. One (1) Key board 
21. One (1) Monitor cable 
22. One (1) Keyboard cable 
23. One (1) Power cable 
24. One (1) Floppy 3 ½ (A:) disc 
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25. Power source 
26. Screw driver 
27. Static band 
28. Timing device accurate to seconds 
29. Copy of the client manual 
30. Copy of the evaluator manual 
31. Client task observation record form (TOR) 
 
 
      D. Setup and Breakdown - Prior to administration the evaluator should check 
           the placement of all equipment (see figure 1).  Supplies should be 
           checked to assure availability of all supplies to the client during the timed  
           test.  The client is handed the self-instruction manual at this point. 
 
           The client must not begin until all instructions have been given and questions 
           have been answered. 
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 III. ADMINISTRATION 
 
      A. Client Orientation - 
 
      Note to the Evaluator:  This orientation is to be presented to each client before  
      administering the Hippert PC WORK SAMPLE.  The material does not 
      have to be read verbatim.  However, all information should be covered. 
 
      Read the information to the client and then wait for a response or any questions  
      that may be solicited from this information. 
 
       The purpose of this orientation is: 
(1) to inform the client about PC and similar occupations which are related to this  
      work sample  
(2) to inform the client of specific traits or characteristics on which he/she is    
      being evaluated. 
 
 Evaluator states: 
 
   
The Hippert PC WORK SAMPLE that you will be taking in a few minutes will 
help you and me find out several things about you.  One of the things it that it 
will tell us is if you able to complete a portion of the work of a PC Technician 
and how well you like this type of work after having completed this task. 
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Let me tell you about PC jobs.  This job requires you maintain, analyze, 
troubleshoot, and repair computer systems, hardware, and computer-related 
equipment.  A PC Technician documents, maintains, upgrades, or replaces 
hardware and software systems. He/she clean and adjust parts, lay cables, hook 
up fittings and runs tests. Has knowledge of commonly used concepts, practices, 
and procedures within a particular field.  Relies on instruction and pre-
established guidelines to perform the functions of the job. Much problem solving 
is required.  You would report to a project leader or manager.  
 
Work conditions would include: working indoors, clean surroundings, bending 
and reaching, some travel for specific positions, normal 40-hour weeks with 
some over time when emergencies arise.  Works under immediate supervision.  
 
Hazards include: Minor burns and electric shocks. 
 
 
 
       
Most employers require PC Technicians to have 1 to 2 years of post-high school 
or military training in basic electronics or electrical engineering.  In addition, 
many employers operator their own training programs.  Training is available at 
Technical colleges and 2 and 4-year colleges. 
 
Within the state of Wisconsin and Minnesota the method of entry typically would 
require a Degree or A+ Certification with work experience.  There have been 
some individuals who have had much experience and have gained employment 
with the experience.  However, A+ Certification is encouraged and usually 
looked for by employers. 
 
      Annual income in Menomonie ranges from: $32,195 to $40,780 
      Annual income in Minneapolis ranges from: $34,907 to $44,215 
      National average salary offer is $53, 500 
 
 
           Answer any questions that the client may have at this point and then continue. 
 
       
      This work sample will tell us other things than how well you like PC tasks.  
      It will help us to find out how well you can follow written instructions,  
      work independently and use your hands to replace the hard drive in these  
      computers.  After this work sample we will both know how long you can do   
      the same thing without getting bored, tired, or frustrated. 
 
 
 
      Do you have any questions? 
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           If the client has no questions at this point, the evaluator begins to read  
           the instruction and demonstrate the work sample. 
 
      B. Practice Session 
 
          Note to the Evaluator:  The Hippert PC WORK SAMPLE does not  contain  
          a practice sample.  The client starts with the actual timed section of this work  
          sample once all questions have been answered. 
 
      C. Performance Session 
 
           Evaluator's Note: Read the following instructions to the client and explain how to  
           adjust the table if applicable. 
 
           The evaluator stands next to the table. 
 
 
Your task will be to follow the instructions in this manual (point to the client 
manual) and to use the instruments as instructed.  The manual you have in front 
of you indicates the name of the items and there is a picture to assist in their 
identification.  All directions will be found in this manual.  Read each page 
before completing the tasks found on that page.  Complete each page before 
continuing on to the next. 
 
  
           The evaluator should open the client manual and give further instructions. 
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If you have any questions as you go along, stop and ask your evaluator. 
 
 
          Then the evaluator says: 
    
 
You may begin when you are ready. 
 
 
    
           START TIMING 
 
 
The evaluator observes the client to see if he/she has started promptly and if  
      he/she is following the directions, as they were given to him/her.  At various 
      times during the work sample the evaluator should observe the client for work 
      behaviors, on-task behaviors, and sitting or standing tolerances. 
 
      TIMING ENDS WHEN THE CLIENT HAS REACHED THE SCREEN  
      STATING:  “ CONGRATULATIONS”. 
 
      The evaluator records how many minutes and seconds taken to complete the trial. 
 
      The following questions should be asked of the client before any scoring has been 
      completed or a critique given. 
 
      The evaluator says: 
 
    
 
How did you like this work sample?  Was there any part that you particularly 
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enjoyed more than the other?  Are you feeling any pain or discomfort?  Do you 
feel you could do this job for 2-3 hours at a time? 
 
 
 
      Write down on the Task Observation Record form any comments made by the client 
      regarding this work sample. Try to solicit as much client response as possible. 
 
 
 
How well do you think you did? 
 
 
 
 Then ask: 
 
 
Could you see yourself doing this type of work on a job?  Would you want to get 
a job in this field? 
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LAY OUT OF MATERIAL 
 
 
 
Keyboard 
 
Mouse  Static Strip 
 
Monitor  3.5” Floppy Disc  CPU COVER 
 
Power Cord  CPU  A: Drive / Hard Drive 
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Surge Protector  Power Button  Drives without cover 
 
Keyboard / Mouse                    Video 
Connections 
 
Grey ribbon cable / Red Stripe  50 Pin Connector 
 
A: Drive Cable  Cover Screws  Internal Layout 
Take note of placement 
 
 
 
 
 
 
. 
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INTRODUCTION 
 
 
 
 
This is the Client Manual.  This manual will take you through all the steps 
needed in order to dismantle the computer in front of you in order to remove 
the (A:) drive and replace with another (A:) drive.  You will then put the 
computer back together and insert a disc in order to determine if you 
completed the assembly steps properly. 
 
 
Before starting the actual work sample, Write the time you start on a piece of 
paper. 
 
 
 
 
 
* Please note that you should read each page thoroughly before completing the tasks on that page.  Once 
the tasks on that page have been completed, then go on to the next page. 
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To prepare the CPU for disassembly 
 
 
 
1. Disconnect the following items from the CPU and/or power source: 
 
a. Keyboard 
b. Mouse 
c. Power Cord 
d. Monitor – make sure to turn monitor off before unplugging it.   
 
2. Remove the monitor form the top of the CPU unit. 
 
3. Unscrew the back two corners of the CPU cabinet. 
 
4. Remove the case of the cabinet.  To do this, stand with the CPU in front 
of you, firmly place one hand on each side of the case and pull forward 
and lift up at the same time with a “Jerking” motion. 
 
5. Place the static strap around your wrist and clip the free end to any 
metal part of the computer while you are working on it. 
 
 
 
 
 
* Remember to read the entire page before completing tasks.  Do not go on to the next page until all 
tasks on this page have been completed. 
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To remove the (A:) Drive 
 
 
 
1. Lift the release lever with one hand while pushing the (A:) drive out 
gently with the opposite hand. 
 
2. Detach the gray ribbon cable from the back of the (A:) drive. 
 
**NOTE** 
¾ Please use caution when moving or sliding items. 
¾ Take notice of which way the red-striped section of the 
ribbon is facing. 
 
3. Slide the (A:) drive out and place it to the side of the CPU. 
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To remove hard drive 
 
 
 
 
1. Lift the release lever in an upward motion to release the Hard Drive 
from its locked position.  At the same time push the hard drive with the 
opposite hand. 
 
** NOTE** 
 
¾ Take notice of which side the red strip is connected to the hard 
drive. 
¾ Take notice of which 50-pin connector ribbon cable was connected 
to the back of the hard drive before disconnecting the ribbon. 
¾ ONLY touch the sides of the hard drive.  Take special caution not 
to touch the bottom of the hard drive. 
 
2. Disconnect the power supply cable from the hard drive.  This item may 
be hard to disconnect. 
 
3. Disconnect the ribbon cable. 
 
4. Slide the hard drive out and place it on the table in a safe location 
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To replace the (A:) drive 
 
 
 
1. Slide the NEW (A:) drive into the same position as the one you have 
removed. 
 
2. Connect the ribbon cable to the (A:) drive. 
 
3. Slide the (A:) drive into position until secure. 
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To replace the hard drive 
 
 
 
 
1. Slide the NEW hard drive into the same position as the one you 
removed earlier. 
 
2. Replace the power supply cable and the 50-pin connector ribbon cable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*  BEFORE replacing the face cover for the cabinet, contact the Evaluator to 
inspect the assembled computer. 
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To assemble and reconnect the CPU 
 
 
 
1. Replace the face of the cabinet 
 
**NOTE** 
¾ Each of the front buttons should fit nicely into its appropriate slot. 
 
2. Tighten the screws. 
3. Reattach all cords and cables to the CPU and to their power sources. 
 
**NOTE** 
¾ Please attach in the following order: 
a. Mouse 
b. Keyboard 
c. Monitor 
d. Power cord 
 
4. Replace the monitor on top of the CPU 
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To  Check for Success of Assembly 
 
 
**NOTE** 
Remember that by changing the (A:) drive, you have changed  the 
configuration of the computer.  You may need to follow the prompts 
given on the screen. 
 
1. Turn on the PCU by pushing the power button. 
 
2. Press the power button for the monitor to the “on” position. 
 
3. If the screen appears like this: 
 
 
 
 
 
Display Adapter 
 
 
 
 
 
Cancel 
 
4. Press: Cancel 
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Configuration Error 
 
 
 
1. If a screen appears that states there is a configuration error follow the 
prompts to problem solve. 
 
2. Press “F8=Forward to read next page”. 
 
3. The computer will run “automatically”. 
 
4. Print or type “y” for yes and then continue on to the next page. 
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Continue the check  
 
 
 
1. When this screen appears: 
 
00174 
 
 
 
 
 
Y/N 
 
 
2. Read the screen. 
 
3. Press “Y” for yes. 
 
4. You should then see the following screen: 
 
Information 
 
The automatic configuration program is complete.  
Press enter to restart the system. 
 
 
Enter 
 
5. You will test the (A:) drive when the screen above appears. 
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To  test the (A:) drive 
 
 
 
 
 
1. Put orange disc into the (A:) drive- found on next page 
 
2.  Click on  
 
3.  Double click on  
 
 
4.  Double click on  
 
 
5.  Follow the directions given on the screen that appears. 
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Disc to be used  
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